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Introduction 



Congratulations... 

...on choosing Organizer Link as your Personal Planner! Organizer 
Link is an effective way of managing all the details in your life. Placing 
items such as your business cards, to do list, calendar, and memos in 
one convenient place - your computer. Organizer Link can help you be 
more productive with its powerful assortment of management tools. 
Now, whenever you need, you can take your data with you by 
transferring it to your Personal Organizer. 

During the installation you will select the model you own. If you 
upgrade to a different model at a later time, you will need to repeat the 
selection process. Refer to Verifying your Defauit Personai 
Organizer on page 37 for more information. 

The Organizer Link User's Guide 

The Organizer Link User's Guide, will show you the "How To's". You 
will learn the basics of adding information to objects like the Telephone 
Manager and To Do Manager, and you will learn the usefulness of 
setting Reminders. Follow Joe as he guides you through this User's 
Guide, and you begin to use Organizer Link. The more you tailor 
Organizer Link to your own style of working, the more you will enjoy it. 

Using Organizer Link 

Folders and Objects 
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Throughout the User's Guide we refer to Folders and objects. 
Organizer Link includes folders that appear similar to hanging file 
folders. Folders are individual areas dedicated to a specific type of 
work. Each folder has a tab at the top displaying its title and each 
contains objects that interact with each other to help you work more 
efficiently. Objects are organizing tools, each designed to perform a 
particular task, such as the Telephone Manager to store names and 
addresses, and a To Do Manager to manage your tasks. 

Specific folders are used to perform the following types of work: 

• Contact Management uses the Telephone folder. 

• The Schedule folders is used in Scheduling. 

• Task Management is made possible using the To Do folder. 

• The Memo folder contains the objects you'll need to keep track of 
all your free form notes. 

• The Reminders folder manages Reminders that you set for 
yourself. 

• The Expense folder helps you manage all your personal and 
business expenses. 

Instant Options 

The Organizer Link Instant Options Menus are accessed by clicking 
on the right mouse button. Simply right-click on a folder and the 
Instant Options Menu for folders displays, allowing you to change the 
name, font, and color of a folder as well as add new objects. If you 
right-click on an object, a separate Instant Options Menu displays, 
enabling you to fully customize that particular object. 
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Contact Management 



Organizer Link has the ability to make your everyday tasks simple and 
time efficient through the use of its Contact Management features. 
Contact Management refers to the tracking of names, addresses, and 
past phone conversations. This includes everything from locating 
phone numbers and notes on past conversations, to remembering to 
call someone at a specified time. 

Managing all these tasks is made easy with the Organizer Link 
Contact Management features, such as: 

• The Telephone Manager that contain names, addresses, and 
phone numbers. 

• A Conversation Log to store notes from phone 
conversations. 

• Powerfui searching to quickiy iocate names and past 
conversations. 

• The ability to easily make and receive phone calls. 
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Telephone Manager 


The Telephone Manager stores the names, addresses, and phone 
numbers of all your personal and business contacts. You can place 
and answer phone calls, enter notes during a conversation, and even 
search for past conversations. The Telephone Manager helps make 
Contact Management easy. 



Telephone Manager Object 


Adding Names to the Telephone Manager 

1. Click the S Add button on the Telephone Manager. The 
appropriate form displays. 

2. Enter the person's name and phone number. The phone number 
should be entered in the following format: 

[44] (619) 555-2007 

[ ] Country code (if applicable) 

<space> 

( ) Area code 
<space> 

Phone number 

This allows Organizer Link to recognize whether or not the call is 
long distance and properly dial the number when using Organizer 
Link's autodialing capability. 
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Tel Form 


msm 



3. Enter the remaining information in each field and click OK. 

Note: If you will be adding several records at one time, you may wish 

to go to the Options menu - General Settings and turn on the 

"Enable Bulk Record Adding" option. Refer to the Options Menu 

on page 73 for more information. 

Editing and Deleting Records 

• To change a name, address or any other field, click on the record 
in the Telephone Manager to highlight it and click on the S 
button. 

• To delete a record from the Telephone Manager, highlight the 
name and click on the Q button. 


Tip & Trick 

You can also double-click on any record to review its information and 
make any needed changes. 
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Finding Names in the Telephone Manager 


The fastest way to find a name in the Telephone Manager is with the 
Alphabetic search. The Alphabetic search searches only character 
fields in the left-most column displayed. In the following example, the 
Name field is being searched. 

To locate a name: 

1 . Click on any letter on the Alphabetic Search Bar of the Telephone 
Manager. This will search for and display all the names based on 
that letter. 



You can also conduct a search on multiple letters using the standard 
Windows [Ctrl] and [Shift] conventions. 

• To select multiple non-consecutive letters, (such as G, M, S), 
hold down the [Ctrl] key while clicking on the letters. This will 
display all the records beginning with those letters. 

• To select a range of letters, (such as A through F, etc.), hold 
down the [Shift] key while clicking on the first (A) and last (F) 
letters in the sequence. 

2. Click on the ISI Search All button to clear the results of a specific 
search and display all records in the Telephone Manager. 

Note: You can also highlight any record in the Telephone Manager, hit 
the first letter (on your keyboard) of the name you wish to search for, 
and it automatically moves the to first name beginning with that letter 
to the top of the Telephone Manager. 
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Placing Phone Calls 

The Organizer Link caiiing features are both powerful and versatile. If 
you have a modem, Organizer Link can automatically dial the phone 
number for you. If you don't have a modem, Organizer Link still opens 
a Conversation Form with all the contact's detailed information already 
entered. All you need to do is take notes of the conversation. These 
notes are saved in the Conversation Log, where you can reference and 
review past conversations. 

Note: Conversation records cannot be exported to the Personal 
Organizer. Therefore, if you need these notes, you may want to cut 
and paste your Conversation Logs into other forms before exporting to 
your organizer. 

If you do have a modem, and would like to enable autodialing, refer to 
Autodialing on page 59 for more information. 

To place a call from Organizer Link: 

1 . Select a name in the Telephone Manager. 

2. Click on the ISl Call button. The Conversation Form displays with 
the person's name, company, phone number, and the current date 
and time already entered. 


Contact: 
Emploj^er: 
Xel #: 
Pate: 
Regaidina: 


Victor Mineo 

AAA Painting 
(61 9] 555-9876 
7/1 8/95 I 
Confirm Appointment 

(5 Call 

CD Receive 


Call Status:] Contacted 



E] 


J 


I Til 

I Follow Up--- I 

I I 


Cut = Ctrl+X Copy = Ctrl+C Paste = Ctrl+V Undo = Ctrl+Z 
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3. Pick up the phone and dial the phone number. If you have a 
modem and are configured to autodial, the WinLink Autodialer 
dialog box displays before the Conversation Form. 



4. As the number is autodialed, follow the directions on the dialog 
box as described below: 

Continue - After the modem has dialed the number, click 
Continue to open the Conversation Form. 

Retry - If the line is busy, click Retry to dial the number again. 

Hangup - Click Flangup to end the call. The Conversation Form 
does not display. 

5. Take notes on the Conversation Form while you are speaking, and 
click OK when you have completed the conversation. The 
conversation record is stored in the Conversation Log. 


Note: Do not use double quotation marks when entering notes, use 
single quotation marks if needed. Double quotation marks are used by 
Organizer Link during Import and Export functions and double quotes 
in your Notes field could cause these functions to work improperly. 


Answering Phone Calls 

Organizer Link lets you not only document outgoing calls, but 
incoming calls as well. Answering a call opens the Conversation Form 
for notes the same way that placing a call does, except that the name 
of the person calling does not have to exist in your Telephone 
Manager, or Conversation Log. Use the following steps when 
answering a call: 


1. When your phone rings, answer it as usual. 

• If the name of the person calling is in your Telephone Manager 
or Conversation Log, highlight their name and click on the IS 
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Call Answer button. You will be prompted to verify that the 
name highlighted is the person calling. 

• If the name of the person calling is not in your Telephone 
Manager, just click on the IS Call Answer button. 

The Conversation Form opens. 


2. Take notes of the conversation and click OK when completed. 

The conversation record is added to the Conversation Log. 

Note: If the name was highlighted in the Telephone Manager when the 
call was answered, the Conversation Log record is automatically 
attached to the Telephone record and that call will display as part of 
that record's history. 


Reviewing Past Conversations 

The Conversation Log displays conversation records, showing the date 
of the call, the person contacted, and a summary of what the call was 
regarding. 



The Conversation Log 


The Conversation records in the Conversation Log are created 
automatically whenever you use Organizer Link to make or receive 
calls. When you complete a conversation and close the Conversation 
Form, a record of that conversation is stored in the Conversation Log. 
The Conversation Log enables you to review every conversation you 
have had. 

Often you just want to view all the past conversations that you've had 
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with one person. This is easy to do with Organizer Link History 
Window. 
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The Contact History Window 


You can quickly review a listing of all past conversation notes with a 
person using a History Window. A History Window displays the date 
and time of the call, any notes you took on the conversation, and any 
notes for the selected Telephone record. 


1 . Highlight a name in your Telephone Manager. 

2. Click on the button. 

The Contact History Window displays the vital information and 
notes of your past conversations with that person. 

Note: A Contact History Window will not display if there are no 
Conversation records or Notes for the highlighted record. 



Contact History Window 



3. To close the Contact History window, click on the i..,asB. ,i button. 

Tip & Trick 

You can also view previous conversations while you have the 
person on the phone by clicking the button from the 
Conversation Log Form. 
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Scheduling 



Scheduling is the organizing of date and time related events. You can 
easily schedule meetings and appointments using the Organizer Link 
Day View and quickly review your scheduled events with the Schedule 
Manager. 

Organizer Link offers both power and flexibility for scheduling with the 
following features: 

• Many easy ways to Schedule meetings and appointments. 

• Repetitive Scheduling to enter recurring events just once. 

• Drag and drop rescheduiing. 

• Easy searching and viewing of scheduled events. 

• Alarms reminding you of scheduied events. 
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Scheduling Meetings and Appointments 


Organizer Link gives you several ways of entering and viewing 
scheduled events. This section describes the advantages of each 
method and demonstrates how to utilize each to the fullest. 

Notes: Items can be scheduled with the Personal Organizer from 
1605 AD to 2099 AD. Organizer Link allows you to schedule items 
from 1901 AD to 2099 AD. All dates must be entered using an 
American date format mm/dd/yy. MicroPad units can only accept 
schedule items in 15 minute increments. Organizer Link will 
automatically adjust and records scheduled for other times. In 
addition, the MicroPad organizers do not have alarm or repetitive 
scheduling feature mentioned in this section. 

Scheduling on the Day View 

The Day View can be used to easily schedule single day events that 
need only a brief description, such as a meeting or lunch. 

1 . Click on the Schedule folder tab. 

2. On the Calendar object, click the date on which you wish to 
schedule the item. The Day View changes to display that date. 

3. Specify the duration of the event on the Day View by: 

i. In the leftmost column of the Day View, place the mouse 
pointer on the starting time. 

ii. Press down on the left mouse button and drag the pointer from 
the starting time to the ending time, until the desired range is 
highlighted. 

Hi. Release the mouse button. 

4. There are dates above each column in the Day View. Move the 
mouse pointer into the date column that you would like to 
schedule on and click on any line. The line becomes highlighted. 
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5. Type in a summary of the event and press [Enter] on the 
keyboard. The summary appears on the Day View next to the 
time line you highlighted. 

Note: It will also appear on the Schedule Manager object. 



Tip & Trick 

You can also reverse the order of steps for scheduling on the Day 
View. For example, you can click on any line under the date you 
wish to schedule, enter a summary of the event, and then stripe 
the time you wish to schedule the event. 


Scheduling on the Schedule Manager 

Use the Schedule Manager with the Calendar object to quickly 
schedule multiple day events. 

1 . Click on the Schedule folder. 

2. Select the date(s) of the event by highlighting a date or a date 
range on the Calendar object. 



3. Click on the E] Add button on the Schedule Manager. The 
Schedule/Meeting Form displays with the date and current time 
already entered. 
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4. Enter a description of the event information. You can enter a 
different starting and ending time. Times should be entered in 
hh:mm zA/W/P/W format, i.e. 12:30 AM. 

5. Click OK to schedule the event. 

Note: Multi-day events only display on the first day of the Day 
View object. 


Searching for Scheduled Events 

Occasionally you need to edit or delete an event that has been 
rescheduled or canceled. Simply perform a search from the Schedule 
Manager. 

1. Click on the SI Search button on the Schedule Manager to 
display the appropriate Search dialog Box. 



2. Enter some search criterion associated with the event, such as 
convention, trade show, or Chicago and click OK. All records 
meeting that criterion display. 

Note: Click the Advanced button to perform a detailed search of your 
scheduled events. Refer to Advanced Search on page 101 for more 
information on creating a detailed search. 


To Edit or Delete a Scheduled Event 

Once you've located the scheduled event, do one of the following: 

• To delete the event, highlight the record on the Schedule Manager, 
or Day View and click the Q Delete button. 

• To edit the event, simply double-click on the record in the 
Schedule Manager to open the associated form. 
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Repetitive Scheduiing 


The Repetitive Scheduiing feature saves you from having to enter 
repetitiveiy occurring events. For example, if you have a meeting every 
Thursday morning at 10 AM, you need only enter it once and 
repetitively schedule it for every Thursday. 

1. Click on the E] Add button on the Schedule Manager and enter 
the event information in the Schedule/Meeting Form. 


2 . 


Click the 


Schedule.. 


button on the Schedule/Meeting Form. The 


Repetitive Scheduling dialog box appears. 



3. Select the Custom radio button under Schedule Type. 

4. Use the Every field to specify how often to schedule the event. 

Example: If the initial event (in the form) is scheduled on 
Thursday at 10 AM and you specify Every Business Week, the 
event will appear on your schedule every Thursday at 1 0 AM. To 
explore other scheduling possibilities, refer to Repetitive 
Scheduling on page 86 for more information. 

5. In the Schedule Range box (at the bottom) use the drop boxes 
to select either the duration or the number of times the item is to 
be scheduled. 

6. Click OK on the Repetitive Scheduling dialog box to return to the 
form. 

7. Click OK on the form to schedule the event. A dialog box displays 
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briefly as Organizer Link schedules your future events. 


Rescheduling Events 

Organizer Link is incredibly flexible when it comes to drag and drop 
rescheduling. The most common technique is described below. 


On the Day View 

Day View events can instantly be dragged to any new date and time 

displayed on the Day View. 

1 . If the length of the event is changing, highlight a new time range in 
the left-most column. 

2. Highlight the record to be rescheduled and drag it to the desired 
date column and starting time on the Day View. 

3. Release the mouse button. The event immediately reschedules 
itself on the Day View. 


Using the Calendar 

Scheduled events can also be rescheduled by dragging the event to a 

new date on the Calendar. 

1 . Highlight the record on the Day View or Schedule Manager that 
you wish to reschedule. 

2. Drag it to the desired date on the Calendar and release the mouse 
button. The event immediately reschedules itself on the new date 
for the same time it was originally scheduled. 
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Setting Alarms for Meetings 


You can set Alarms to inform you of upcoming appointments. For 
example, when you schedule a meeting, you can set an Alarm to pop- 
up ten minutes before the meeting, so you won't be late. 

When scheduling on the Schedule/Meeting Form. 

1. Click on the I I button. The Reminder Form displays with 
the Message field already entered. 



2. In the Lead Time field, enter how long before the scheduled event 
you want the Alarm to pop-up. For example, if the event is 
scheduled for 9 AM and you enter a lead time of 30 minutes, the 
Alarm will pop-up at 8:30 AM. 

3. Click OK to set the Alarm. 



Pop-Up Alarm 

Note: Organizer Link must be running at ieast as a minimized appiication for an Alarm 
to pop-up. If Organizer Link is not running when the Alarm was scheduled to go off, 
the Alarm will pop-up the next time Organizer Link is opened. 
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Task Management 



Organizing your tasks to ensure that they are all done on a timely 
basis is what the Organizer Link task management features are all 
about. The To Do Manager offers a full task management system. 
Just check out these features: 

• Displays all tasks to be done 

• Prioritizes tasks 

• Easily check off completed tasks 

• Completed date automatically entered 
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About Task Management 


Tasks are set by description but also are scheduled by starting and 
ending dates and times. The To Do Manager displays all tasks so 
they can easily be edited and reviewed. 



Adding Tasks to the To Do Manager 

1 . 


2 . 

3. Select a priority for the task and click OK. The task appears on 
the To Do Manager. 


Click on the H Add button on the To Do Manager. The To Do 
Form displays. 



Enter a summary of the task in the Do What field. 
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How to 


Mark a Task as Completed 

1 . Highlight the task on the To Do Manager. 

2. Click on the [Zl Completed button. The task appears on the To 
Do Manager with a next to it in the left column, indicating it is 
completed. 


Searching and Viewing Tasks 

The To Do Manager displays all tasks, completed or not. Tasks 
remain on the To Do Manager until you delete them, giving you an 
opportunity too easily review and search for any tasks. 


Searching for Tasks 

1. Click the SI Search button on the To Do Manager. The Search 
To Do dialog box displays. 



2. Enter the search criterion in the Find field and click OK. All 
records matching the specified search criterion will be displayed. 

Note: To clear the results of any specific search, click on the Kl 
Search All button. This will display all records. 
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Memos 



Memos store all the miscellaneous items that don't readily fall into 
other information categories. For example, flight information, 
inventories, free form notes, and such. The Memo Manager organizes 
your Memos and random data. Then they are sorted alphabetically for 
easy access. 
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Adding a Memo 


1. Click on the E] Add button on the Memo Manager. The Memo 
Form displays. 



2. Enter the details of the Memo. 

Note: Do not use double quotation marks when entering notes. 
Double quotation marks are used by Organizer Link during Import and 
Export functions and double quotes in the Memo field could cause 
these functions to work improperly. 


3. Click OK. The Memo displays on the Memo Manager. 



Tip & Trick 

Use the Edit menu commands or the hot key commands at the 
bottom of each form to paste information from other forms or into the 
Memo field of your Memo Form. 
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How to 


Print your Memos 


You can quickly print the information in a Me mo by highlighting the 

J Print button. All 


record in the Memo Manager and clicking the 
information for the Memo record will be printed. 


Search for Memos 

To search for a specific Memo: 


1. Click on the I— ^ Search button. The Search Memo dialog box 
displays. 



2. Enter the search criterion in the Find field and check the Include 
Notes checkbox. 

3. Click OK. All records matching the specified search criterion will 
be displayed. 

Note: These steps can also be used to search for information in the 
Memo field of the Memo record. Refer to Searching on page 97 for 
more information. 
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Anniversaries and Reminders 



Organizer Link does the remembering for you with its unique 
Anniversary and Reminder capabilities. You can set Reminder 
messages for important events in Organizer Link, or simply set 
general-purpose Reminders such as "Buy milk on way home". 

Here are just a few of the ways Anniversaries and Reminders can 
make you more efficient: 


• Set General purpose Reminders 

• Reminders for Tasks that are due 

• Follow-up Reminders to call someone 

• Important Dates (Anniversary, Birthday, etc.) 
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Using Anniversaries and Reminders 

Reminders help you to remember meetings or to make an important 
call. When a Reminder "goes off", the message pops-up on your 
screen, regardless of which Windows application you're using at the 
time. You’ll never forget an important anniversary or birthday again! 

Note: Organizer Link must be running at least as a minimized 
application for Reminders to pop-up. 



Pop-Up Reminder Window 



Anniversary Form 


How to... 


Set a Reminder for Tasks 


1 . 


Highlight the record for which you'd like to set a Reminder and 


click the 



Reminder button. 
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2. The Reminder Form displays with the Description field already 
entered. 

• Enter the amount of time before you wish the Reminder to go 
off. 

-OR- 

• Click on the H button to change the button to H and enter 
the date and time you wish the Reminder to pop-up. 


Setting a Reminder for important Dates 

Click the □ Add Reminder button from the Reminders object, 
complete the Reminder Form that appears, and click OK. 



Note: If you want a reminder to “pop up” the morning of the important 
event, set the reminder for a time early the day of the event. 


Set a Reminder to Call Someone 

When you are taking notes in the Conversation Form and want to set a 
Reminder to call someone back, click on the ! 1 button on the 

Conversation Form. The Follow Up button performs the exact same 
function as the Reminder buttons on other forms. 
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Managing Reminders and Tracking Anniversaries 


The Reminder object and Anniversary object help you organize and 
track all your important dates. You can search for, edit, reschedule, 
or delete Anniversaries and Reminders using each object. 



Reminder Object 



Anniversary Object 

Each object allows you to edit or delete an event after it has been set. 

• Click on the ISI Search All button of the object to display all 
records you have entered. 

• Highlight a record on the object and click on the H Edit button to 
edit the date, time, or message of the Reminder. 

• Highlight a record and click on the Q Delete button to remove the 
record from the object manager. 

For more information, refer to the Reminders section on page 82. 
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Expenses 



Organizer Link enables you to track all of your business and personal 
expenses. Expenses such as air travel and mileage can be entered 
into the Expense Form and then displayed in the Expense Manager for 
easy review. The Expense Manager also enables you to quickly 
search for specific expenses. 
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Logging Expenses 


1 . 


Click on the 


□ 


Add button on the Expense Manager to open 


the Expense Form. 



2. Enter a brief description of the Expense along with the amount. 

3. Select the Payment Type from the drop box. 

4. Click OK. The expense is logged in the Expense Manager. 


Searching for Expenses 

By Date 

To search for all expenses within a date range, simply stripe (highlight) 
the date range on the calendar and then drag and drop the dates onto 
the Expense Manager. 
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By Description 


1 . 


Click on the 
dialog box. 



Search button to display the Search Expense 



2. Enter any search criteria (such as Trade Show, Mileage, or 

9/19/95) in the Find field and click OK. All records matching the 
specified search criterion will be displayed. 
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Integration 



• Data Transfer with a Personal Organizer 

• Data Synchronization with PDA Series Organizers 

• Importing and Exporting Text (.txt) files 
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Data Transfer 

The data transfer feature allows you to exchange information between 
the Personal Organizer and Organizer Link. 

Note. You must have the appropriate cable to connect between your 
particular Personal Organizer and your computer. Refer to the 
instruction manual accompanying your model for information about 
connecting it with a personal computer. Organizer Link, Inc. can only 
guarantee that Organizer Link will function properly with the cable that 
came with the software. 


Organizer Models Supported 

Organizer Link supports a wide variety of different models. We are 
continually updating the software to support new models as they are 
released. Please refer to the product packaging for a list of currently 
supported models. 


Serial Communication 

You must use a serial converter cable to connect your Personal 
Organizer to the PC. 

Note that the actual speed of communication between the Personal 
Organizer and PC will vary depending on the specific model, type of 
data transferred, and volume of information. 
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Verifying Your Defauit Personai Organizer 


1. Select Handheld from the Setup menu. The Selection dialog box 
displays. 



2. Verify that the Personal Organizer you will be transferring data 
with is selected as the default unit. 


3. Click OK. 
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Synchronizing with an Organizer 

This section describes the data synchronization process with the PDA Series 
Organizers. If you do not own a PDA Series organizer, please see the Data Transfer 
section of the manual for details on how to transfer data with the PC. 


1 . Click the Synchronize button from any Windows Link 
record-manager object (i.e. Tel Manager), or from the File menu, 
select Import from Organizer. The Synch with PDA dialog box 
displays. 



2. The From field displays the name or series for the particular 
model you are using. To change the options for data 
synchronization with this model, click the Synch Options button. 
The Synch Options Dialog is displayed. 



• The PDA Folder Name is the location where Organizer Link 
stores data on your computer during data synchronization. If 
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you wish to name the folder something other than the default, 
simply type the new name in the PDA Folder box. 


• When Synchronizing data between the Organizer and the PC, 
there are a number of different ways to handle duplicate 
records. On the Synch Options dialog you can specify how 
you would like Organizer Link to handle duplicate records. 

Svcnh 

1 . Keep databank Version - The record from the Organizer will 
be kept and the duplicate record on the PC will be deleted. 

2. Keep PC Database Version - The record from the PC will be 
kept and the duplicate record on the Organizer will be deleted. 

3. Keep Both Versions - Both records will be saved. 

Backup 

All data in organizer is transferred to PC. 

Restore 

All data in PC is transferred to organizer. 


3. The On field displays the current Comm-Port settings for your 
computer. To change any of these settings, click the Change 
Port button. The Communications-Port Settings dialog box 
appears. 



4. Make the appropriate selections for the Comm-Port as specified 
below: 

• Comm Port - select the appropriate Comm-Port that the 
serial cable is plugged into. 

• Baud Rate - select the modem baud rate of transfer. 

• Test - click the Test button to verify that the port you selected 
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is recognized and available. 


5. Click OK and you are returned to the Sync with PDA dialog. 

6. To import all the data being transferred automatically, check the 

Automatically Synchronize All Data check box. 

7. Follow the instructions on the right for the remaining steps to 
import the data. The dialog box begins to show the transfer 
process. 

8. To view details and a log of the transfer process, click the Show 
More button. 



9. If you checked the Automatically Synchronize All Data check 
box, the transfer process completes and a dialog box appears 
confirming the transfer. Click OK. 
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10. If you did not check the Automatically Synchronize AM Data 

check box, the Import Text Files To WinLink dialog box appears. 



1 1 . Make the appropriate selections as follows: 

• Click All to import all modes, or click None to deselect all 
modes. 

• Check the boxes of the modes you wish to import and/or 
uncheck the boxes of the modes you do not wish to import. 

• Windows Link automatically creates text files for the data 
being transferred. These can be used at a later time or in other 
programs. Edit the text file names if desired. 

• If you have no use for the text files being created, check the 
Do not create text file check box so the files will be deleted. 

• When Synchronizing data between the Organizer and the PC, 
there are a number of different ways to handle duplicate 
records. On the Synch Options dialog you can specify how 
you would like Organizer Link to handle duplicate records.. 


12. Click the Import button to complete the import process. 


13. Next the Export Files From Winlink dialog will display. Make the 
appropriate selections and click Export to complete the export 
process. 

14. To view a detailed log of the final transfer process, click the Show 
Log button. 
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15. Next your organizer needs to be updated. When prompted, click 
Start to begin the update process. The dialog will indicate that it 
is waiting for the Organizer to initialize. Once the Organizer has 
been initialized, the transfer process will begin. 

16. The Synch with PDA screen will confirm the synchronization was 
completed successfully. Click Continue. 
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Troubleshooting 


This topic defines the more common errors you may experience when 
transferring data between the Organizer and Organizer Link. Please 
review the information below prior to calling for technical support. 

Before Calling Technical Support 

• Review the documentation to be sure that you've correctly followed 
all the steps necessary to use the Handheld Transfer. 

• Be sure to review the information associated with the Readme.TXT 
file and Technical Notes icon provided with Organizer Link. 

• Look over the troubleshooting tips that follow. You will find the 
answer to the more common problems, and to some not-so- 
common problems as well. 


If you have followed the previous steps and are still experiencing 
difficulties, contact us for technical assistance. You must be a 
registered Organizer Link user to get Technical Support. Fax your 
registration card to us for fastest service. When calling for technical 
support, please be at your computer and be prepared to provide 
information about Windows, the available communication ports on your 
computer and the model number of your organizer. 

Installation Problems 

All of your open applications should have been closed when you 
installed Organizer Link. 

If you did not get the folders and objects in Organizer Link, like the 
back of the box shows, you have a corrupt installation. 

If you installed Organizer Link with a anti-virus program running or if the 
MS Office task bar was operational, the Organizer Link installation is 
probably corrupt. You will need to delete the Organizer Link directory, 
and the WinLink.INI file from the Windows directory, and install 
Organizer Link again with all other applications closed. 

See the "Installation Guide” for specific installation instructions. 
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Should I have any other applications running? 

During the data transfer should I close all my other applications? 

Yes, especially the MS Office task bar and any anti-virus software you 
have running. See the "Installation Guide” for instructions. In addition, 
if you have either Compaq Operator or Dell's Hawkeye #9 running, you 
MUST close these applications before beginning the data transfer 
process. 

Unable to use selected communication port 

When I try to exchange data with my organizer, I get a message 
stating that could not detect the organizer on the specified 
communication port. 

At installation time, Import/Export defaults to using COM2 to connect 
the organizers. If your computer either does not have a COM2 port or 
the default communication port is already used to connect another 
device (like a modem), Import/Export will be unable to communicate 
with your handheld computer. You can change the communication 
port used for your handheld computer from the Import/Export Options 
dialog box. From the Com Port drop-box, choose an alternate 
communication port. 

Unable to connect to handheld device 

/ get message "could not detect the organizer on the specified 
comm port" when attempting to exchange data with my handheld 
computer. 

This message typically appears when your handheld computer is not 
prepared to communicate with your PC. Check the cable connections 
at both ends of the link to make sure that the serial cable is firmly 
seated in its socket. Also, verify that the selected communication port 
for your handheld device is not already connected to an internal 
modem or some other device (other than your handheld device). 

Please see the “Technical Notes” file for further details. In Windows 
3.1 , Double-Click on the Technical Notes icon. In Win95 or later, 
select Start-Programs-Organizer Link-Technical Notes for further 
details. 
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Importing and Exporting 


Organizer Link's import and export capabilities enable you to 
exchange information with the following applications and file formats: 

• Text (ASCII) (*.txt or *.csv) 


Because different applications use different file formats, there are 
special considerations and preparatory measures that must be 
followed. 

If you've never used the Import/Export feature before, a good first step 
is to practice by exporting a few records from Organizer Link and then 
importing them back in. This will familiarize you with the interface and 
make it easier, should you want to import/export information from other 
applications. 


Exporting Information from Organizer Link 

"Exporting" is the process of moving a copy of selected information 
from Organizer Link to another file. The information is not deleted from 
Organizer Link in the process. Unless you are exporting directly into 
another application, you will want to export your Organizer Link 
information into a text (*.txt) file. 

You can only export information from one Organizer Link object at a 
time, so the information from each object will be stored in a separate 
text file. 

This example will demonstrate how to export information from an 
object into a text file. For this example, the Telephone Form is used. 
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From the Telephone Manager: 

1 . Click on the Search All button and select the records that you 
wish to export. 

2. With the records highlighted, select File menu - Export. The 
Export To dialog box displays. 



3. In the File Type box, select Text. 

4. Click on the Browse button and specify the path and filename of 
the text file where you wish to store the information. 

Note: You should give this file the same (or a similar) name as 
the form being exported. For instance, if Telephone records are 
being exported, give the text file a name like tel.txt. 

5. In the Delimiter box, specify Comma. This instructs Organizer 
Link to place a comma between the fields in each record to keep 
them separated. 

Note: You could also select Tab, or specify a Custom delimiter. 
If you select Custom, type the character you would like to use in 
the edit box to the right of the Delimiter drop box. 

6. Check the Put Field Names in First Record box to create a 
dummy record that includes the field names of all the fields that 
you will be exporting. 

• This box is checked by default because creating this dummy 
record will greatly help you during the import process. 

7. Click OK. The Export From dialog box displays. 
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8. In the Form box, select the form being exported, (in this example, 
the Telephone Form is being exported). 


9. In the Available box, select each Telephone field that you use 
and click the button to move the field to the Selected to 
Export box. Do not select fields that you know you haven't used. 
There is no harm done by exporting unused fields, but it does 
complicate the import procedure. 



Tip & Trick 

You can double-click on a field in the Available box to 
select it for exporting, rather than using the l~^ button. 


10. Click on the Add button to open the Save As dialog box and 
assign a name to the export settings. This is called an export 
catalog. 



Name 

ExportTel 


I 


Cancel 


You should always save your export catalog and give your export 
settings a descriptive name. This will save you time in the future 
should you want to export the same fields. 
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1 1 . Click the OK button on the Save As dialog box, and then click on 
the Export button on the Export From dialog box. A status 
window confirms that the export process is underway. 

If you will be exporting records from other objects, make sure to 
give each text file a unique, recognizable name so you will know 
which text file contains which object's information. 

Importing Information into Organizer Link 

Importing is the process of extracting information from a non-Organizer 
Link file and moving it into a Organizer Link database file. Information 
can only be imported into one form at a time, meaning you must 
perform separate imports for each type of information (i.e., Telephone, 
Schedule/Meeting, To Do, etc.). This also means that you may need 
to separate the information in your import file into separate files, 
reflecting the forms to which they are being imported. 

Note: If you are importing records that already exist in your Organizer 
Link file, the import will create duplicate records. 


1. Select File menu - Import. The Import From dialog box displays. 

2. In the File Type field, make the appropriate selection. 

3. Use the Browse button to locate the file containing the information 
you wish to import. The path and filename automatically display 

in the Path and File Name fields. 

4. In the Delimiter field, select the character that the import file uses 
to separate records. (This is only necessary for text files.) 

5. Check the First Record Contains Field Names box to 

automatically map as many fields as possible. This will also 
delete the dummy record created when exporting. 
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Note: Selecting the First Record Contains Field Names option 
allows Organizer Link to read the first record of the text file as field 
names (i.e. FULLNAME) rather than the contents of the field (i.e. 
John Doe). You will be able to easily match fields being imported 
with the field names in the selected Organizer Link form. Only 
those text files that were exported from Organizer Link using the 
Put Field Names in First Record option will contain the 
appropriate field names as the first record in the text file. If the 
text file is from another application, you will need to edit it and 
enter the field names at the beginning of the file in order to utilize 
this capability. 


6. Click OK. The Import To dialog box displays. 



7. In the Form field, select the form where you want the information 
stored. For example, if Telephone records are being imported, 
select the Telephone Form. 

• If you created a dummy record when exporting and then 
checked the First Record Contains Field Names box. 
Organizer Link will automatically map as many fields as 
possible and place them in the Selected Fields box. 
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8. In the Fields in File Being Imported box, you should see one of 
the exported records listed by field, in the order it was exported. 

(If only one field is displayed, you may have selected the wrong 
delimiter option). Although you need to assign each field in the 
text file to one of the available Organizer Link import fields, you do 
not need to import data into all the available Organizer Link fields. 

• This process is called "mapping fields" and is only required for 
the first record, all other records will follow the specified map. 

• If you are importing Organizer Link records and selected all 
the fields when exporting, click on the Map All button. All the 
fields are mapped and placed in the Selected Fields box. 

9. Select a record field from the Fields in File Being Imported box. 

10. Then select the field from the Available Organizer Link Fields 
box where the record information should be mapped. 

For instance. Smith, Michael \s the first field listed in the Fields in 
Fiie Being imported box, you would assign it to the FULLNAME 
field in the Available Organizer Link Fieids box. 

1 1 . Ciick on the Map button. The mapped field is added to the 

Selected Fields box. 

• To change a map setting, select a record from the Selected 
Fields box and click on the Clear button or click Clear All to 
ciear aii mapped fieids. 

• Refer to the foiiowing section. Mapping Import F/e/ds for 
detaiied information. 

12. After ali the fields have been mapped, you can create a catalog of 
the fields being imported for future use. Simply click the Add 
button, enter a descriptive name in the Save As dialog box, and 
click OK. 

• If you select a previously created import catalog, as many 
fields as possible will be mapped automatically. 
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13. If you're importing any records that may be dupiicates, ciick on the 
Duplicates button to open the Dupiicate Records dialog box. 


Duplicate Records 


How do jpou want to 
resolve duplicates? 

® Keep Duplicates 
O Ignore Duplicates 
O Prompt 


OK 


Cancel 


• Select whether you wish to Keep (include) Duplicates, 
Ignore (do not include) Duplicates, or Prompt (for each 
duplicate record). Then click OK. 


14. Click on the Import button. A status window indicates that 
importing is underway. 



15. Verify that the records were imported properly by going to the 
appropriate object and viewing them. 


Mapping Import Fields 

Mapping ensures that the information in an import file is placed in the 
appropriate field in a Organizer Link form. 

Empty "" Fields 

You may have a few empty fields in the Fields in File Being 
Imported box, indicated by Empty fields are fields that are not 
used by the record displayed. For instance, only some of the records 
to be imported may use the Country field. If the displayed record does 
not use this field, it appears as an "" empty field. 
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Mapping Empty Fields 


If you do not map an empty field, you will lose information from any 
records that do use the field. Just because the field is blank for the 
displayed record does not mean that it is blank for every record in the 
import file. To accurately map empty fields, you need to know the 
exact order in which the fields were exported. There are a couple of 
ways to do this: 

• If you created a dummy record when exporting, you can see 
the fields that were exported by looking at the first record in 

the Fields in File Being Imported box. 

• If you did not create a dummy record, but do have a record 
with an empty field, click on the advance scroll arrow to 
advance to another record where that field is not empty. 


File Preparation 

If you are importing from a text file created by a Organizer Link export, 
no preparation is necessary. 

Importing from Text Files Created in other Applications 

When importing from a text file that was not created by an Organizer 
Link export procedure, you must make sure that the text file satisfies 
the import guidelines specified in this section. Before importing, you 
should use a word processor to view the text file and make sure that 
there are not any extra carriage returns in your file. Extra carriage 
returns at the end of your file or between records create empty records 
in Organizer Link. 
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Import Guidelines for Text Fiies 


• There cannot be any carriage returns before the first record. 

• There must be a delimiter (i.e. comma, tab) between each field. 

• Empty fields must be represented by a single comma. 

• Quotation marks (" ") cannot be imported as part of a record's 
text. Quotation marks can only be used to define a single import 
field. There is no harm in putting an import field into quotes. 

• There must be a hard carriage return at the end of each record. 

• Each record must contain the same number of fields. 

• Records to be imported cannot have hard carriage returns in the 
middle of the record or between records. 
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Importing Individual Address Fields 


Organizer Link allows you to import individual address fields even 
though most organizers contain only a single address field. When 
importing telephone records, Organizer Link will automatically combine 
the individual fields into one FullAddress field. In order for the import to 
properly combine the fields, the fields must be in the following order in 
your text files: 

“Street”,”City”,”State”,”Zip”,”Country” 


Existing Import and Export Catalogs 

The existing import and export catalogs that are installed during 
installation are used to import and export data to your organizer. DO 
NOT EDIT THESE CATALOGS. Editing these catalogs may result in 
your data being placed in the incorrect field in Organizer Link. 

Example of a Text Record 

Here is an example of what a Telephone record, ready for importing, 
may look like in a text file: 

John Doe, 1234 Main Street San Diego CA 92117,(222) 555-1234,,! 

This record is formatted properly for import into Organizer Link. It 
contains the following fields: 

FULLNAME, FULLADDRESS, PHONE1 and PHONE2. 

• There is a comma between each field. 

• The empty field, PHONE2, is represented by a single comma. 

• There is a single hard carriage return at the end of the data. 



Tip and Trick 

If you have a field containing a measurement in inches indicated with 
quotation marks (3"), then your file will not import properly. 

Organizer Link will think that the quotation mark is indicating the 
beginning or end of a field, and will not import correctly. 
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Features 



• Autodialing 

• Instant Options 

• Menu Commands 

• Reminders 

• Repetitive Scheduling 

• Reports 

• Searching 
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Autodialing 

Autodialing allows you to easily place calls through the use of your 
modem. With Organizer Link's autodialing features you are able to 
manage all aspects of Contact Management. 

Configuring Organizer Link for Autodiaiing 

General autodial options must be properly configured before using the 
autodial features of Organizer Link: 

1. Select Dialing from the Setup menu. The Dialing Setup dialog 
box appears. 

2. Select the necessary options as explained below. 



The Present Location boK is your 
current International Access Code, 
Country Code and Area Code. 
WinLink will check the number you 
are calling to see if it is necessary 
to dial these options. 


The Modem button 
displays the Modem 
Setup dialog box for 
you to tell WinLink 
about the modem you 
are using. 


Check this box if you want your 
modem to autodial an "outside" 
line or other special service. 


Enter the appropriate 
access number. 


Check this box if you have a 
modem and_you want WinLink 
to autodial the number for you. 
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Configuring your Modem for Autodiaiing 


Before using the Organizer Link autodiaiing features, you must 
properiy configure the Modem Setup diaiog box. To access the 
Modem Setup diaiog box: 

1. Ciick on the Modem button from the Diaiing Setup diaiog box or 
select Modem from the Setup menu. The Modem Setup dialog 
box appears. 

2. Use this dialog box to tell Organizer Link about the modem you 
are using on your system. 



Select the appropriate 
Baud Rate for your modem. 
If you are unsure of the 
baud rate, refer to your 
modem documentation. 


Select the Port (serial port or 
com port) that your modem is 
connected to. 


For most modems, the settings 
will be Parity=None and Stop 
Bits-1. Refer to your modem 
documentation to verify the 
settings for your modem. 


Dial Code and Hangup Code 
WinLink sends these characters to the 
modem to initiate the call and put the modem 
back into command mode. For standard modems 
the Dial Code is ATDT and the Hangup Code is 
ATHO. Refer to the Hayes Command Set in your 
modem documentation for information on your 
modem settings. 
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Tip & Trick 

If it is necessary to pause and wait for a connecting line before 
continuing, you can use the Hayes Modem default characters to 
set pauses. These characters can follow or precede any set of 
numbers: 


• The comma ( , ) causes the modem to delay 1 second before it 
dials the rest of the number following the comma. 

• The "At" ( @ ) causes the modem to delay 3 seconds before it 
dials the rest of the number following the @. 

You can vary the delay time by using multiple characters. 

For example, @@@ would cause a 9 second delay. 


If your modem will not dial: 

• Open the Dialing Setup dialog box (Setup menu - Dialing) and 
verify that the Use Modem to Dial? option is selected. 

• Open the Modem Setup dialog box (Setup menu - Modem) and 
verify that you have selected the correct Com port. 

• Try dialing from the Windows Cardfile. If you are unable to dial, 
make sure your modem hardware is configured properly. 



Tip & Trick 

If you frequently travel to different locations, you can easily 
configure Organizer Link to autodial from the new location. We 
recommend that you enter area codes and country codes for all 
phone numbers entered into your Telephone Manager. By doing 
this, all you would need to update are the International Access 
Code, Country Code, and Area Code in the Present Location box 
of the Dialing Setup screen. 
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Placing Calls with Autodialing 


If you have a modem on your system, Organizer Link's Autodialing 
feature can dial your phone for you. 

To use this feature: 


1 . 

2 . 


Select a name on the Telephone Manager. 


Click the 
displays. 



Call button. The Winlink Autodialer dialog box 


3. Organizer Link will dial the number now along with the Access 
Line number, Area Code, Country Code and Long Distance 
number ( 1 ) if necessary. 

Note: If no dial tone is heard, open the Dialing Setup dialog box 
(Setup menu - Dialing) and verify that the Use Modem to Diai? 
option is selected. Also, click on the Modem button and verify 
that your modem settings are properly set. 


4. As the number is autodialed, follow the directions on the dialog 
box as described below: 

Continue - After the modem has dialed the number, click 
Continue to open the Conversation Form. 

Retry - If the line is busy, click Retry to dial the number again. 

Hangup - Click Hangup to end the call. The Conversation Form 
does not display. 

5. The Conversation form displays with that person's name, 
company, phone number, date, and time already entered. 

You can take notes on the Conversation form while you are 
speaking and save the call information by clicking OK when you 
have completed the call. 
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Instant Options 


Organizer Link's unique Instant Options Menus are the key to 
personalizing your folders and objects. Organizer Link utilizes your 
right mouse button to present you with all the commands you'll need 
to tailor the Organizer Link desktop. The important thing to remember 
is to RIGHT-CLICK! Here are just a few of the customizing options 
available to you: 

• Change the folder and/or object names. 

• Select different font and text styles. 

• Change the color of any object or folder. 

• Add, delete, move, or change the size of objects. 

• Conduct specific form searches. 

• Change the fields displayed how records are sorted. 


Instant Options Menu for Folders 


The Instant Options Menu for folders can be accessed by placing the 
mouse pointer on a folder (but not on an object) and clicking the right 
mouse button. This will display the following menu: 


Customize Folder... 
Font... 

Add Objects... 

Paste Object 
Description... 


Changes the folder name and color. 

Changes the text style of the folder name. 

Adds objects to the folder. 

Pastes objects from the clipboard to the folder. 
Describes the folder and accesses On-line Help. 


Remove the Instant Options Menu by left-click anywhere on the folder. 
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Instant Options Menus for Objects 


The Instant Options Menu for objects can be displayed by right-clicking on any object 
on a folder. Each Object has its own Instant Options Menu, so any changes made will 
affect only the object on which you originally right-clicked. The Instant Options Menu 
will differ slightly, depending on which object you right-clicked. Here is an example of 
the Instant Options Menu for the Telephone Manager object: 


Customize [Object Name]... 

Font... 

Sort... 

Title Bar... 

Advanced Search... 

Select All 
Edit 

Move/Size 

Description... 


Changes the object's properties and 
appearance. 

Changes the text style of the object. 

Changes the way records are sorted in the 
object. 

Changes the name, font, and color of the 
object's title bar. 

Conducts a form specific detailed search. 
Selects all the objects displayed records. 

Cuts, copies, or pastes an object or its 
properties. 

Places objects in move/size mode for you to 
change the size or location of the object. 

Describes the object and allows you to 
access On-line Help. 
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Menu Commands 


File Menu 

The File menu, accessed from the Menu Bar allows you to select the following options: 

New 


To create a new file: 

1. Select New from the File menu. The File New dialog box 
appears. 

2. Enter the name of the file to be created in the File Name: field 
and the path to where the file is to be placed in the Path: field. 
The Browse button may be used to locate the desired path. 

If you would like to associate a password with the file being 
created, enter the password in the Password: field. 
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Open 


A file may be opened by selecting Open from the File menu. The 
Select File dialog box appears allowing you to browse for the existing 
file you wish to open. 


Rename 


The Rename option from the File menu allows you to rename the file 
currently open under a different name or to a different location. 
Selecting Rename displays the Rename As dialog box which allows 
you to select the appropriate location and enter the new name of the 
file. 


Password 

The Password option from the File menu allows you to add, change 
or remove passwords from your files. 

Adding a password 

A password may be associated with a file when the file is created 
using File-New. A password may also be associated with a file by 
the following: 


1. Select Password from the File menu. The Setup Password 
dialog box appears. 
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2. Type in the desired password in the Password field and in the 
Verify field. Click OK on the Setup Password dialog box. 

The password is now associated with the file currently open. You will 
be prompted to enter a password whenever the file is opened until you 
remove the password. 


Changing a password 

To change a password for a particular file: 

1 . Open the file with the password to be changed. 

2. Select Password from the File menu. The Change Password 
dialog box appears. 



3. Enter the existing password in the Old Password field. 

4. Type the desired password in the New Password field and in the 
Verify field. Click OK on the Change Password dialog box. 

The new password is now associated with the file currently open and 
should be used when opening the file. 


Removing a password 

To remove a password for a particular file: 

1 . Open the file with the password to be removed. 
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2. Select Password from the File menu. The Change Password 
dialog box appears. 



3. Enter the existing password in the Old Password field. Click OK 
on the Change Password dialog box. 

The password is now removed from the file currently open. 


Print 


The Print option allows you to access the Print Report dialog box 
where you can select a report to be printed. Refer to the Reports 
section on page 90 for more information on printing. 


Print Setup 

The Print Setup option allows you to access the Select Report Printer 
dialog box where you can select the default printer to be used when 
printing reports. Refer to the Beporfs section on page 90 for more 
information on printing. 


Import 


The Import option allows you to transfer information from other 
applications into Organizer Link. Refer to the Importing and 
Exporting section on page 49 for more information. 
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Export 


The Export option allows you to transfer information from Organizer 
Link to other applications. Refer to the Importing and Exporting 
section on page 49 for more information. 


Import from Organizer... 

The Import from Organizer... option allows you to transfer data from 
your Personal Organizer into Organizer Link. Refer to the Data 
Transfer section on page 38 for more information. 


Export to Organizer... 

The Export to Organizer... option allows you to transfer data from 
Organizer Link to your Personal Organizer. Refer to the Data Transfer 
section on page 40 for more information. 


Exit 


The Exit option allows you to exit Organizer Link and return to your 
main Windows environment. 
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Edit Menu 


The Edit menu, accessed from the Menu Bar allows you to select the following options: 


Edit 


Undo 

Ctrl+Z 

Cut 

Ctrl+X 

Copy 

Ctrl+C 

Paste 

Ctrl+V 

Paste Object 

Edit Menu 


Undo 

Undo allows you to reverse an Organizer Link edit command. You will 
only be able to undo the last command that was issued. The following 
commands can be reversed: 

• Deleted records 

• Undo text that was cut from the Notes field of forms 

• Undo Cut Object and Paste Object 

Note: You can not Undo the text that have been cut using the 
[CTRL]+X or [SHIFT]+[DELETE] shortcut keys. 

Cut 

Cut allows you to remove the highlighted text from within the Notes 
fields of forms. Note: [Ctrl]+X can also be used to cut text from the 
Notes field of forms. 

Copy 


Copy allows you to make a copy of the highlighted text from within the 
Notes fields of forms. Note: [Ctrl]+C can also be used to copy text 
from the Notes field of forms. 
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Paste 


Paste allows you to paste the text from the clipboard to the Notes 
fields of forms. Note: [Ctrl]+V can also be used to paste text to the 
Notes field of forms. 


Paste object 

Paste object allows you to paste an Organizer Link object that has 
been cut or copied to the clipboard. For instance, you may wish to 
copy a customized Calendar object from one folder to another by the 
following: 


1 . Right-click on the Calendar object you wish to copy. From the 
Instant Options menu that appears select Edit. 

2. From the Edit Instant Options menu that appears, select Copy 
Object. 

3. Click on the folder tab where you would like to copy the Calendar 
to and select Paste Object from the Edit pull-down menu. The 
Calendar object appears on the current folder. 

Note: This command is useful if you have customized an object and 
would like to copy it to another folder instead of re-creating the object. 
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Add Menu 


The Add menu allows you to access a specific form to which you can 
add records. The Add menu displays the available forms for your 
particular organizer. The available forms will vary depending on the 
organizer you are using. 


Add 


lel 

Ctrl+T 

Conversation 

Ctrl+0 

Schedule/Meeting 

Ctrl+S 

To Do 

Ctrl+D 

j^emo 

Ctrl+M 

Expense 

Ctrl+E 

Anniversary 

Ctrl+N 

NetMark 

Ctrl+A 

Shopping List 

Ctrl+L 

Auto Maintenance 

Ctrl+U 

Add Obiects... 


Add Menu 


The Add Objects option displays the Objects dialog box so you can 
select a new object to be added to the current folder. 
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Search Menu 


The Search menu allows you to access the search screen for the 
form you wish to search. The Search menu displays the searchable 
forms for your particular organizer. These forms will vary depending on 
the organizer you are using. 


Search 

lel 

Ctrl+Shift+T 

Conversation 

Ctrl+Shift+0 

Schedule/Meeting 

Ctrl+Shift+S 

To Do 

Ctrl+Shift+D 

Memo 

□rl+Shift+M 

Expense 

Ctrl+Shift+E 

Anniversary 

□rl+Shift+N 

NetMark 

Ctrl+Shift+A 

Shopping List 

Ctrl+Shift+L 

Auto Maintenance 

Ctrl+Shift+U 


Search Menu 


Note: Selecting All from the Search menu searches every Organizer 
Link Form and displays the records from each Form in the Global 
Record Window. The Record Type field appears in the first column of 
the Global Record Window allowing you to view the Form Name that 
was used when entering the information into Organizer Link. 
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Setup Menu 


The Setup menu allows you to select the following options: 


Search Free Labels 

The Search Free Labels option allows you to assign descriptive titles 
to the Free fields of the following forms: 

• Conversation 

Descriptive Free Labels may be defined to categorize information 
entered into each of these forms. These Free Labels will allow you to 
easily locate common records through searching. 


To define Search Free Labels: 

1. Select Search Free Labeisfrom the Setup menu. The Pick a 
form dialog box appears. 
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2. Highlight the desired form and click the Edit button. The Search 
Free Labels dialog box appears. 



3. Enter the desired Free field labels (up to 6 characters) and click 
OK. The Free Field Labels for the form are modified. 


'Search Keys ' 


Renew; 


Free 3: 
Free 4: 


Enter key words that will help you find this record when searching 



Tip & Trick 

You can use a "&" (ampersand) in the Free Field Label to underline 
a letter and create a keyboard shortcut to that field. Place the "&" 
in front of the letter you wish to underline, then when using the form, 
you can use [Alt] + the underlined letter to jump directly to that 
field. 


Title Bars 


The Title Bars option allows you to change the Font and Color of the 
Title Bars on all Organizer Link objects. To change the Title Bars on 
all objects: 


1 . Select Title Bars from the Setup menu. The Title Bars dialog box 
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appears. 



2. Select the desired color from the Title Bar Color: drop-box or 
click the Colors button to create a new color. 

3. Click the Font button to select the desired font to appear on all 
Title Bars. 

Note: If you wish to modify the Title Bar of only one object, right- 
click on the object to bring up the Instant Options menu and 
select Title Bar. 


Colors 


The Colors option from the Setup menu accesses the Colors dialog 
box where you can create, edit, or delete custom colors that are used 
for folder tabs, text, objects and many other Organizer Link features. 


Handheld 


The Handheld option displays the Selection dialog box where you can 
select the Personal Organizer you own. Refer to the Data Transfer 
section on page 36 for more information. 
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Modem 


The Modem option from the Setup menu allows you to specify the 
modem settings to be used in autodialing with Organizer Link. Refer 
to the Autodialing section on page 59 for more information. 


Dialing 


The Dialing option from the Setup menu allows you to select 
Organizer Link's phone dialing options and default values. Refer to the 
Autodialing section on page 59 for more information. 
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Options Menu 

The Options menu, accessed from the Menu Bar allows you to select the following options: 


Options 


Reminders... 
General Settings... 

Options Menu 


Reminders 

The Reminders option brings up the Reminders dialog box where you 
may set the default lead-time for Alarms and Call follow-up time for 
Reminders. 



If you set the Lead Time to 30 Minutes from the Reminders dialog 
box, each time you set an Alarm from the Schedule/Meeting Form the 
lead-time will automatically default to 30 minutes. 



If you set the Call Follow Up Time to 1 Day, each time you set a 
Follow Up Reminder from the Conversation Form, it will automatically 
default to 1 day. 
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General Settings 

The General Settings option allows you to specify basic settings 
which apply to all aspects of Organizer Link. 


Enable Keyboard Shortcut for 
'OK' and 'Cancel' 

Enable Bulk Record Adding 


Prompt when Canceling out of 
Forms 


Allows you to use keyboard shortcuts for OK 
(Alt-0) and Cancel (Alt-C) when exiting a form. 

Allows you to add multiple records at the same 
time without clicking the Add button each time. 
After the second time you click OK on the form, 
a blank form will appear for you to enter the 
next record. 

Prompts you when exiting a form to select 
whether you wish to exit the form without saving 
the information added (or modified) or to return 
to the record. 


Prompt when no Support for the Warns you that the current model selected 
WinLink operation does not support the mode you are trying to 

access. 


Minimize open Forms when 
switching Foiders 

Auto Backup on Startup 
Backup to Directory 


B.rDwse... 




Allows open forms to be minimized to icons 
when switching folders. 

Allows you to automatically backup your user 
files each time Organizer Link is loaded. 

Directory where the automatic backup will place 
your Organizer Link backup files. 

Click the Browse button to locate a different 
directory for your backup files to be placed. 

Click the Default button to reset all General 
Settings options back to their defaults. 
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Folder Menu 


The Folder menu displays the names of the folders currently on your desktop. (This may 
vary if you have changed the name of your folder tabs.) You may switch to a specific 
Organizer Link folder by selecting the desired folder name from the Folder menu. The 
selected folder becomes the top (active) folder. The default folders and the order in which 
they appear may be different depending on the organizer you are using. 


Folders: 


Tel 

Ctrl+1 

Schedule 

Ctrl+2 

3 To Do Ctrl+3 

Memo 

Ctrl+4 

Expense 

Ctrl+5 

Anniversary 

Ctrl+6 

NetMark 

Ctrl+7 

Shopping/Auto 

Ctri+8 
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Help Menu 

The Help Menu contains the following commands: 


Contents allows you to access the Organizer Link On-line Help. It 
displays the contents, enabling you to select any of the help topics 
listed. 

Search... opens the Help Topics: Organizer Link Help box from which 
you can search for a particular help topic by entering a letter or word. 
As well as select any of the help topics listed. 

The Using Help command opens the Windows help file on how to use 
On-line Help. 

About... displays specific information about Organizer Link. For 
example, it displays the version and copyright information of Organizer 
Link. 
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Reminders 


What are Reminders? 


Reminders pop-up to inform you of upcoming tasks and events. For 
example, whenever you schedule a meeting, you can set a Reminder 
message to pop-up beforehand, so you won't be late for the meeting. 

Think of Reminders as "Organizer Link alarm clocks" that you can set. 
Reminders can be associated with scheduled events, or can be 
general in nature, such as a Reminder for you to "buy milk on the way 
home". 


If Organizer Link is running (even as a minimized application) the pop- 
up Reminder window will display, regardless of which Windows 
application you are currently in. 


Setting General Reminders for Special Days 


You can set a Reminder from any object that has a 
button. 



Reminder 


1 . 

2 . 


Click on the 
displays. 



Reminder button. 


The Reminder Form 


In the Description field, enter the purpose for the Reminder. 


3. 


Specify when the Reminder is to go off. You can either set the 
Reminder like a timer (i.e., 30 minutes from now), or specify a 


IILJ / L^DJ button. See 


particular date and time using the 
below: Setting Timer Reminders, Setting Reminders by Date 
and Time. 


4. Click OK to set the Reminder 


Setting Timer Reminders 


1 . 


In the Reminder Form, click on the I in I / [W] 

[3 II I 


reads 


Minutes 


button so it 


2. Use the drop list to specify the desired interval time(minutes, 
hours, days, weeks). 

Note: You must enter a whole number for the interval. For 
example, to set a Reminder to go off in 2 1/2 hours, you would not 
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enter 2.5 Hours, you would enter 150 minutes. 


Setting Reminders by Date and Time 


1 . 


Click on the I I / 1 I button so it reads 


1 on 1 

1 Date: 

at: 



2. In the Date field, enter the date in mm/dd/yy format. If no year is 
entered, it will default to the current year. 

3. In the at field, enter the time that you want the Reminder to go off 
in hh:mm AM/PM format. 


Setting a Follow Up Reminder 


The Conversation Form has a Eoiiowup... | button that can be used to 


set a Reminder to call someone at a specific time. A Follow-Up 
record. 


To set a Follow-Up Reminder:. 

1 . Highlight th e reco rd for which you'd like to set a Reminder and 

click on the [Qll Edit button, or simply double-click on the record 
to open the form. 


2 . 


Click on the 


Follow Up... 


button. The Follow Up Form displays. 


3. Enter a description, date, and time for the Reminder and click OK 
to set the Reminder. 



Tip & Trick 

1 . To change the default lead time, select Options menu - 
Reminders. 

2. Change the default on the Reminders dialog box and click OK. 


Organizer Link User's Guide 


83 


The Reminder Pop-Up Window 


When a Reminder is due, the Reminder window pops-up on the 
screen. 


From the Reminder window, you can either: 

• Reschedule the Reminder to pop-up again 

• Delete the Reminder 


R^eschedule 


Delete 


Editing and Deleting Reminders 

After a Reminder is set, the only way it can be accessed and edited is 
from the Reminders object. 

Clicking the Delete button when the Reminder pops up deletes the 
Reminder record. 
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Repetitive Scheduiing 


Organizer Link offers powerful and intuitive Repetitive Scheduling 
features. These features save you from having to enter repetitively 
occurring events more than once. For example, if you have a meeting 
every Monday morning at 10 AM, you can enter the meeting into your 
schedule once and schedule it to appear every Monday. Almost any 
time or date related item can be repetitively scheduled in Organizer 
Link. 

There are two different types of repetitive scheduling: 

Periodic Scheduiing 

Use periodic scheduling for items that occur in fixed intervals, such as: 

• every Monday 

• every business day 

• same day every year 

• every 3 months 

Custom Scheduiing 

Use custom scheduling for items that do not necessarily occur 
periodically, such as: 

• the third Thursday of the month 

• the 25th of each month 

• the first business day of the month 

• the first Monday of the year 


Periodic Scheduiing 

Use periodic scheduling when you've scheduled an event that you want 
to appear on your schedule at the same time every day/business 
day/week/month/year. 
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To schedule an item periodically: 


1 . 


Click the 


Schedule... 


button in the Schedule/Meeting Form. 


The Repetitive Scheduling dialog box appears: 


2. Select the Periodic radio button. 


3. In the Every box, enter a number in the box and select Days, 
Business days, Weeks, Months, or Years from the drop box. 

This tells Organizer Link how frequently you want the event to be 
placed on your schedule, beginning with the Start Date on the 
initial form (i.e.. Every: 1 Days; Every: 2 Weeks; etc.) 

4. From the Range box (at the bottom of the Repetitive Scheduling 
dialog box), use the drop boxes to select either the duration or the 
number of times the item is to be scheduled. 

Scheduie For: 

Tells Organizer Link how long you want the item scheduled 
for, i.e., 5 Days, 6 Weeks, 4 months. 

Schedule Until: 

Tells Organizer Link the last date you want the item 
scheduled on, i.e., 12/23/95, 3/3/1998. Organizer Link will 
schedule your item up until that date, then it will stop 
appearing on your schedule. 

Fixed Number: 

Tells Organizer Link to schedule the item a fixed number of 
times, that is, how many times to put the item on your 
schedule, i.e., 4 times, 30 times, 122 times, 365 times. 

5. Click OK to close the Repetitive Scheduling dialog box. 

6. Finish entering any fields or notes needed in the 
Schedule/Meeting Form and click OK. 

The item will be scheduled and appear automatically as specified on 
the dialog box. 
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Custom Scheduling 


Use Custom scheduling when you've scheduled an event and you want 
it to appear on your schedule on specific dates. 

To custom schedule an item: 


1 . 


Click the 


Schedule... 


Schedule button in the Schedule/Meeting 


Form. The Repetitive Scheduling dialog box appears. 



2. Select the Custom radio button. 


3. Select which months (or All) you want the event to appear on your 
schedule. You can select more than one month using [Ctrl] click. 


4. Select whether you want the item to appear on specific days of 
the week or calendar dates using the Days or Fixed option. 

Days 

If you select Days you must also select Every, First, 

Second, Third, Fourth or Last from the first box and either 
Day, Business Day, or Sunday through Saturday from the 
second box. You may select more than one item, (i.e.. Every 
Business Day, First Monday, etc.) 

Fixed 

If you select Fixed, then select which dates (1st through 
31st) of the month you wish the item to be scheduled. You 
can select more than one day. (i.e., 1st and 15th of the 
month) 
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5. From the Range box (at the bottom of the dialog box) use the 
drop boxes to select either the duration or number of times you 
want the item to be scheduled. 

Schedule For: 

Tells Organizer Link how long you want the item scheduled 
for, i.e., 5 Days, 6 Weeks, 4 months. 

Schedule Until: 

Tells Organizer Link the last date you want the item 
scheduled on, i.e., 12/23/93, 3/3/1998. Organizer Link will 
schedule your item up until that date, then it will stop 
appearing on your schedule. 

Fixed Number: 

Tells Organizer Link how many times you would like the item 
scheduled, i.e., 4 times, 12 times, 122 times, 365 times. 

6. Click OK on the Repetitive Scheduling dialog box and on the 
Schedule/Meeting Form. 

The item will be scheduled and appear automatically as specified 
on the dialog box. 


Unschedule an Event 

To remove a Repetitively Scheduled item you must perform a search 
for every occurrence of that item and delete them. The easiest way to 
do this is to search on the summary, task, description, or key field of 
the event scheduled. All scheduled records can instantly be located 
by searching on one of these fields. For more information on 
searching, refer to the Searching section on page 97. 
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Reports 


Aside from the record information that can be printed using the 
Print button on any action bar, Organizer Link allows you to print the 
information from any object in a variety of Report formats. You can 
print envelopes, labels, and a vast selection of business forms. 


Here are some of the business forms and sizes that Organizer Link 
supports: 

• Avery Labels 

• 3.75" X 6.75" Binder Pages 

• 5.5" X 8.5" Binder Pages 

• 8.5" X 1 1 " Binder Pages 

How to... 

Print Reports 

1. Select Print from the File menu. The Print Report dialog box 
displays. 
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2. Select the Report Type and then the desired report name. 


3. Click the Print button. The Print dialog box displays. 


4. Verify the print settings and click OK. The report prints. 

Note: To only print the record information without the use of a 
particular re port f ormat, simply highlight the necessary record(s) and 

click on the 


Print button of the object's action bar. 


Print Date and Time Related Reports 

When you select to print a date and time related report, Organizer Link 
prompts you for the date, date range, or time range you wish to print. 

A date and time related report is any report associated with the 
following Organizer Link objects: 

• Calendar 

• Day View 

The Date/Time Setup dialog box that prompts you for the date and 
time will be different for each object. The Calendar object prompts you 
for months and years, whereas the Day View and object prompts you 
for dates and times. 
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In the following example we selected to print a Day View report. 

1. Seiect Print from the File menu. The Print Report dialog box 
displays. 



2. Select Organizer Link Scheduie as the Report Type and 
highlight Day View from the Reports box. 

3. Click the Print button. The Day View Date/Time Setup dialog box 
displays. 

4. Enter a Starting Date (the first date you wish to print) and Ending 
Date (the last date you wish to print). If you enter only a Starting 
Date, the Ending Date is automatically updated to reflect the 
same date. 

Note: If you're printing a date range, each date will print on a 
separate page. 
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5. Select the Starting Time for the date(s) and Click OK. The Print 
dialog box displays. 

6. Select your printing options and click OK. The report prints in Day 
View format. 



Tip & Trick 

When entering dates in the Date/Time Setup dialog boxes, the 
expected date format is mm/dd/yy. However, Organizer Link also 
gives you the ability to enter strings that are interpreted into dates. 
For example Today + 5 would be interpreted as today plus 5 days, 
Yesterday - 2W would mean yesterday minus 2 weeks, Tomorrow + 
7/W would mean tomorrow plus 1 month, and so on. You can also 
enter strings like, first of month, 3 weeks, last Tuesday, and so 
forth. 


Print Envelopes with a Return Address 

Organizer Link offers the ability to print envelopes with or without a 
return address. The following steps demonstrate printing envelopes 
with a return address. 

1. Highlight the names of the recipients in your Telephone Manager 
and select Print from the File menu. The Print Report dialog box 
displays. 
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2. Select the Organizer Link Enveiopes and Labeisas the Report 
Type and then #10 Center Feed Env-w/Return Addess as the 

desired report name. 

3. Click the Print button. The Return Address dialog box displays. 

4. Enter the desired return address and click OK. The Print dialog 
box displays. 

5. Select your printing options and click OK. The envelope(s) print. 

Note: Be sure to select the appropriate envelope type and printer load 
settings for your specific printer. 
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Print Selected Records 


Organizer Link allows you to select any single record or group of 
records you wish to print in a report format. Records will be printed in 
the order they are selected. The following example demonstrates 
printing labels for a group of selected records. 

1. Highlight the desired records (hold down the [Shift] key to select 
consecutive records or hold down the [Ctrl] key to select non- 
consecutive records). 

2. Select Print from the File menu. The Print Report dialog box 
displays. 

3. Select the Avery Labels as the Report Type and Avery 5160- 
3x10 from the Reports box. 

4. Click the Print button. The Print dialog box displays. 

5. Select your printing options and click OK. Labels for the selected 
records are printed. 

Note: Be sure to select the appropriate label type and print load 
settings for your particular printer. 
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Print Your Entire Teiephone Manager 


If you wish to print your entire Telephone Manager in a directory or 
listing type format (multiple records on a page), Organizer Link offers 
several different report layouts. The following steps are an example of 
printing a directory of Employer, Name, Telephone number, and Fax 
number. 


1 . 


Click on the 


Search All button on the Telephone Manager to 


display all your Telephone records. 


2. Right-click on your Telephone Manager to display the Telephone 
Manager Instant Options Menu. 

3. Choose the Select All option and all of your Telephone records 
become highlighted. 

4. From the File menu, select Print and the Print Report dialog box 
appears. 

5. From the WinLink General Report Type, select the Telephone 
report you would like to print. The Print dialog box displays. 

6. Select the desired Print options and click OK. Your Telephone 
Manager is printed in the format selected. Each report is slightly 
different and will vary depending on how data has been entered. 



Telephone Manager 


Employer 

Name 

Telephone 

RAG Investigations 

Anthony Gutierrez 

(619) 555-9999 

The Delicate Palette 

Carlos Luigi 

(602) 555-7777 

Zebra Entertainment 

Terri Silverman 

(619) 555-8888 
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Searching 


Organizer Link offers you a variety of ways to quickly locate the 
information you need. 

• Alphabetic Search Bar 

• Search Action Buttons 

• Search Menu 

• Instant Options Advanced Search 

• Search Catalogs 

Note: This section makes frequent reference to "record-manager" 
objects. Record-manager objects include the Reminders object, 
Conversation Log, and all Manager objects such as the Telephone 
Manager. 


Alphabetic Search Bar 

lAlBlClDlElFlGlHlIlJlKlLlMlNlOlPlQlRlSlT I U I V IWiX I Y IZ I 

The Alphabetic Search Bar is the fastest way to search for records by 
letter. Alphabetic Search Bars can be added to any record-manager 
object, and display directly under the action buttons. 


Adding an Alphabetic Search Bar 

1. Right-click on a record-manager object. The Instant Options Menu 
displays. 

2. Select the Customize [object name] option. The [object name] 
dialog box displays. 

3. Click on the Options button. The Options dialog box displays. 

4. Select the Alphabetic Search Bar option and click OK. 

5. Click OK on the [object name] dialog box. The Alphabetic Search 
Bar displays on the object. 
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Using the Alphabetic Search Bar 


The Alphabetic Search Bar only searches on the field in the leftmost 
column of a record manager object. 



Alphabetic Search on the letter "O" 


If desired, you can rearrange the order of the fields displayed to 
optimize your search capabilities by placing the field that you would 
search most often in the leftmost column. 


Performing Alphabetic Searches 


Single Letter Search 

Click on the Letter that you would like to search. The leftmost field 
column displays all the records beginning with that letter. 


Multiple Letter Search 

To search on non-sequential letters, such as A, G, and J, hold down 
the [Ctrl] button while clicking on each letter. The leftmost field 
column displays all the records beginning with those letters. 

To search on sequential letters, such as A, B, and C, hold down the 
[Shift] key and click on the first and last letters of the sequence. All 
intermediate letters will be included in the search. The leftmost field 
column displays all the records beginning with those letters. 
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Search Action Buttons 


s 

Search 



Search All 


Organizer Link's most common search methods are accessible from 
nearly every action bar. Each is described in the following section. 


Find Search 

The Find Search enables you to easily find specific information within 
a form. For instance, to locate all the names in your Telephone 
Manager that live in the city of Burlington, just click on the Telephone 
Manager's Search button, type Burlington in the Find field, and click 

OK. 



Search by City performed from the Telephone Manager 




Searches can be performed using the Search button on any 
record-manager object or from the main Search menu. Selecting 
Telephone Manager from the Search menu is equivalent to clicking 
the Search button on the Telephone Manager object, and likewise for 
all other record-manager objects. 
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Using the Find Search 


1 . To perform a Find Search, do one of the following: 

m 


• Click on the 
to be searched. 


Search button of the record-manager object 
-OR- 


• From the Search menu, select the form to be searched. 
The Search [Form Name] dialog box displays. 


2. Enter the text that you want to search for in the Find field and 
click OK. 

Organizer Link searches every record in the form and displays every 
match to the specified criteria. 


About the Find Search 

The Search is very thorough, and checks all the text in every field 
(except Notes) against the search criterion. If you select the Include 
Notes/Memo/Data checkbox, the search will include these field as 
part of the search criteria. 

Example 



If you specified "Dan" as the search criterion, the above search would 
return Telephone records with the following fields: 

Name: Dan 

Name: Dan iel 

Address: 1 426 Ludanto Ave. 

Company: Sundance Plumbing 
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Search All 


Search All Is the easiest of all searches, it simply displays all the 
records for whichever object you perform the Search All. 

To perform a Search All: 

1 . Switch to the folder containing the object you want to search. 


2 . 


Click on the 



Search All button and all records display. 


Advanced Search 

The Advanced Search enables you to build a very exclusive, multi-field 
search catalog. For instance, in the example below, if you wanted to 
locate all of the Staff Meetings you attended between 2/1/95 and 
5/1/95, you could easily build that search. 


Note: Since the Advanced Search only searches specific fields, it 
does offer much faster results than a search conducted on all fields. 


You can get to the advanced Search dialog box in two ways: 

Right-click on the record-manager object you wish to search, and 
select Advanced Search from the Instant Options Menu. 


Click on the 


[3 


- OR - 


Search button of the object you wish to search and 


then click on the Advanced button on that Search dialog box. 
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Building a Multi-Field Search Sequence 


From the Advanced Search dialog box: 

1 . Move the first field to the Search for box by highlighting the field 


and clicking the 


>> 


button. Select the desired operator from 


the drop-box and enter the search text. 


2. Click the And or Or button. The respective And/Or bar displays 
under the Search field. 


3. Move a second field to the Search for box, select the desired 
logical operator, and enter the search text. 


4. Click OK to begin the search. The object displays the records 
that satisfy the search criteria. 

Note: You may specify up to five search fields and may change 
an And bar and an Or bar by clicking on the bars. Also, you may 
move a selected field out of the search criteria by highlighting the 


field and clicking the I - I button. 


"And" statement 

When the And statement connects two search criteria, only items that 
satisfy both criteria will be returned. In other words, if your search 
criteria were: 

Name is exactly Bob 

And 

Company is exacf/y Vinnie's Deli 

The search would only find people named Bob who work at Vinnie's 
Deli. All other Bobs would be excluded, as would the rest of the staff 
at Vinnie's Deli. 
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"Or" statement 


When the Or statement connects two search criteria, items that 
satisfy either of the criteria will be returned. For instance, if your 
search criteria were: 

Name is exactly Bob 

Or 

Company is exactly V\m\e's Deli 

The search would find all people named Bob and all employees of 
Vinnie's Deli. 


Using "And" and "Or" Together 

You can build even more complex criteria that will narrow the scope of 
your searches even further. This is done by building searches using 
three or more fields connected by two or more Boolean operators. 

Take a look at the following examples to see some slightly more 
complex searches: 


Example #1 

Employer is exacf/y Joe's Tackle Shop 

Or 

Employer is exactly Bob's Bait and Tackle 

And 

E-mail is exacf/y Sales@windowslink.com 


This search would find any contacts at Joe's Tackle Shop or Bob's 
Bait and Tackle that have and e-mail of Sales@windowslink.com. 
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If you changed the above search to: 


Company is exactly Joe's Tackle Shop 

Or 

Company is exactly Bob's Bait and Tackle Shop 

Or 

Fullname is exacf/y Smith, John 


This search would find all the contacts at Joe's Tackle Shop, all 
contacts at Bob's Bait and Tackle, and anyone that has a name of 
John Smith in your Telephone Manager. 


Example #2 

DESCRIPTION contains interview 

And 

STARTDATE greater or equal 1 /I /95 

And 

STARTDATE less or equal ^2I3V95 


If this search was done in your Schedule/Meeting Form, it would find 
all items containing the word "interview" in their Description field that 
occurred in the year of 1 995. This tells you how many interviews you 
conducted in 1995. 
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Global Searching - The ** All Fields ** field 


The ** All Fields ** field in the Search dialog box performs a search 
with the following characteristics: 


** All Fields ** automatically performs a "contains" search. 
There are no other operator options when you use the 
** All Fields ** means if you conduct the following search: 


"ALLFIELDS" 

contains 

3 

Don 


the search would return records containing any of the following 
information: 

Johnson, Don 

Sheldon. Michael 

Don aldson. Pete 

Blood donor 

Does not condone this action. 
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** All Fields ** searches in every field, including Free and Notes 
fields. The range of the search is limited to only the corresponding 
form. 

You can build multi-field searches using only the ** All Fields ** field. 
For example, if you wanted to search your entire database for every 
record where you mentioned moving to Chicago with Joanne, you 
could perform a search like this: 


Search for: 


"ALLFIELDS" 

contains 

S 

Joanne 

And._ 


"ALLFIELDS" 

contains 

0 

Chicago 


The advantage here is that this search will find every comment you 
made containing these subjects, even if you just made notes about it 
in your Conversation log while talking to someone else. 
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Search Catalogs 


Organizer Link makes finding information fast and efficient by enabling 
you to create Search Catalogs to find the items that you access 
regulariy. A Search Catalog simply supplies a name to a search 
criteria; when you need to perform a search, you simply select the 
Search Catalog rather than enter the search criteria. This is especially 
useful for saving complex, multi-field search criteria. 


You can create Search Catalogs from any record-manager object. 
Right-click on the object and select Advanced Search from the 
Instant Options Menu. The Advanced Search dialog box displays. 

The search catalog feature appears at the bottom of the screen. 
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Building a Search Catalog 


From the Advanced Search dialog box: 

1 . Select the desired search criteria so that it appears in the Search 
For box. 

2. Click on the Add button at the bottom of the Advanced Search 
dialog box. The Save As dialog box displays. 

3. Enter a name for the search criteria and click OK. The name may 
be up to fifty characters, and you may include spaces in the 
name. 
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Using a Search Catalog 

From the Advanced Search dialog box: 

1 . Click on the Catalog drop box at the bottom of the Advanced 
Search dialog box. The list of existing Search Catalogs displays. 

2. Select the desired Search Catalog from the list. 

3. Click OK. The search is performed. 

Editing a Search Catalog 

From the Advanced Search dialog box: 

1 . Click on the Catalog drop box at the bottom of the Advanced 
Search dialog box. The list of existing Search Catalogs displays. 

2. Select the desired search catalog from the list. The search criteria 
displays in the Search For box. 

3. Make the desired changes to the Search Catalog. 

4. Click on the Update button. 

5. Click OK on the Save As dialog box. 

Deleting a Search Catalog 

From the Advanced Search dialog box: 

1 . Click on the Catalog drop box at the bottom of the Advanced 
Search dialog box. The list of existing Search Catalogs displays. 

2. Select the desired search catalog from the list and click on the 
Delete button. 

3. Organizer Link prompts you to verify the deletion. Click Yea 


108 


Organizer Link User's Guide 




Setting a Default Search Catalog 


You can set any record-manager object to default to a particular 
Search Catalog. This is extremely useful if there is a specific search 
that you use often. 

Once you have saved a Search Catalog, use the following steps: 

1. Right-click on the record-manager object to bring up the Instant 
Options Menu. 

2. Select Customize. The Customize dialog box displays. 

3. At the bottom of the dialog box is the Search drop box. Click on 
the down arrow and select the desired search catalog. 

4. Click OK on the Customize dialog box. The object now defaults to 
display the records that meet the search criteria set in the 
selected Search Catalog. 

Tip & Trick 

All Organizer Link manager objects by default display all 
records, in other words, they default to Search All. To increase 
the speed of switching folders, you can turn off the default 
search on any of these objects using the following steps: 

1 . Right-click on the record-manager object. 

2. Select Customize from the Instant Options Menu. 

3. Change the Search field at the bottom of the Customize 
dialog box from SEARCH ALL to -(None)- or the desired 
search catalog. 



Organizer Link User's Guide 


109 








Organizer Link Button Chart 

General Action Buttons 







Add button. Opens a form so information can be entered. 

Edit button. Opens the form of the highiighted records. 

Delete button. Removes the highiighted record(s) from the database. 

Search button. Displays a form-specific Search dialog box for locating 
records in that object. 

Search All button. Displays all the records in a record manager object. 
Synchronization button. Synchronizes data between PC and organizer. 
Print button. Prints the details entered in the form of the selected records. 
Print Day button. Prints the Day View for the current day. 



Print Week button. Prints a Day View showing the current business week, 
Monday through Friday. 



Reminder button. Opens the Reminder Form where general Reminders can 
be set and scheduled. 


Help button. Opens the Organizer Link On-line Help to the topics related 
with the object. 
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Object-Specific Action Buttons 




History 






Call button. Opens a Conversation Form with the highlighted name. Use 
when placing phone calls. If modem is enabled, Organizer Link will 
autodial the call. 

Call Answer button. Opens a Conversation Form with the highlighted 
name. If no name is specified, an empty form displays. Use when 
receiving phone calls. 

History button. Displays past conversation notes with the selected name. 


Completed button. Marks highlighted To Do's as "completed". 


1-Day Button. Displays 1 day on the Day View. 


2-Day Button. Displays 2 days on the Day View. 


3-Day Button. Displays 3 days on the Day View. 


5-Day Button. Displays 5 days on the Day View. 
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File Maintenance 



Windows Link 
Database Tools 


Rebuild 


Organizer Link Database Tools (wdbtools.exe) allows you to rebuild 
your Organizer Link data files f.wld). (In other Windows applications, 
this may have been referred to as "compressing files".) You may need 
to rebuild a data file if you accidentally deleted your configuration file 
(config.wdb), have trouble opening a data file, or if you are instructed to 
rebuild a file by Technical Support. 

Note: When Rebuilding your files in Organizer Link, be sure to turn off 
any screen saver applications you may have running before you begin 
the Rebuild process. 

Rebuilding your Organizer Link Fiies 

1. Close (Exit) Organizer Link. Organizer Link must be closed when 
rebuilding files. 

2. Open Organizer Link Database Tools from the WDBTools icon. 

The Organizer Link Database Tools dialog box displays. 

3. Select Rebuild from the File menu. The Select File dialog box 
displays. 

4. Specify the appropriate directory and file name for the file to be 
rebuilt (*.wld). 

5. Click OK to begin rebuilding the file selected. 
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Backing up Rebuilt Files 


Backup copies are created before a file is rebuilt. For example, when 
you rebuild myfile.wld, the files myfile.bkd and myfile.bki will be 
created in your default backup directory. 

Note: The Backup to Directory located on the Options-General 
Settings menu displays where your default backup directory is 
located. 

If you ever need to use the backup file, rename the backups to the 
original filenames. For instance, myfile.bkd should be renamed to 

myfile.wld and myfile.bki should be renamed to myfile.wli. 


Backing up Files 

Backing up your Organizer Link files is a crucial step in preventing the 
loss of any information should a file or drive problem occur. Although 
Organizer Link automatically backs up your data files every time one 
is opened, we strongly recommend that you back up all of your data 
files regularly by copying them to another directory or to diskette. The 
following files should always be backed up: 

*.wld, *.wli 

These files are your Organizer Link data and index files. Both of 
these files must be backed up. 

alerts.wll 

This file keeps track of any Reminders you may have set in 
Organizer Link. 

attaches.wla 

This file keeps track of any attachments you may have created in 
Organizer Link. 

config.wdb 

This file stores your entire desktop configuration of folders, 
objects, and many other settings. 

Note: Organizer Link automatically backs up your files by default, 
however, you can disable this feature in the General Settings dialog 
box from the Options menu. The Backup to Directory located on the 
General Settings dialog box displays where your default backup 
directory is located. 
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